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MEMCRANDUE POR: Chief, Records lMunsgement Stafl
SUBJECT

25X1A13c

t+ Frocurement of Laborers Tor Records Center at[Jll 25X1A6a

1. Proovlem:

The procurement of two full time laborers for the Records
25X1A6a Center Operation at [

2. Facte Bearing on the Sroblem:

El

.

Laborers cannot bo assigned on 8 full tiwe basis to the

Records Center frou the present lsbor force at [ 25X1A6a

The Center during the past 9 wonths recelved records
at the rate of 120 cudbic feet per month. which 18 sbout

“double the rate of the previous year., About 90 per cert

of these records were received in 10"w12%x15%" ecardbosrd

wvelght of 30 pounle per cublc foot, these receipte
amount to sbout 15 toms (30,000 lbs) of meteriel that
mist be handled sach month,

The Certer is equipped with materisis haniling equipment
consisting of 8 batiery powered fork 11f4; hand pallet
transporters and semi.live gkids and jJjecke. Thig equip-
ment wust be operated and maintained for the efficlent
and economical movement ol records.

Records in the Center are siored on steel shelving, ten
shelves high, in the standard size oubic foot earton.

- Receipt of records involves movement of bowes frow & truchk

to the receliving area Tor processing, &nd then to the proper
storage area for shaliving.

From time to time it 1s neeessary to shift and consoiilate

records in the etorage mrem in order tc expedite reference
gervice or to wsintain & legical Tile arrangewent.
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s

25X1A13a

g« Cleanliness within the Regords Center is of paramount
importance in respect to racords preservation and the health

» gaker has 20,662 aquare feot of floor space,
i 25X1C4a te be gwept and mepped, In additiom,
asctions ol 8 shelving and boxes stored thereon must

be kept free of dust accurvlsdion, By GSA standards these
requirements c¢all for more than one position, Proposed new
oonatruction would add 30,000 additionsl aquare feet of floor
! space and 1,000 sections of steel shelving.

?— h, On occasion records mast he cleaned upon recelipt in the
/ receiving aren, This is accomplished with an industrial
type wacuum cleaner installed in the Center,

| 3. Conclusions:

The work described abowe i3 physieal and requires no specialised
training. The performance of thase physical tasks 13 sosential to the
Center operatiom,

The Records Center has a T/0 of 12 persons classified as
Records Management Analysts ranging in grade from GS-5 to (8«12,

' Although some physical work is normmlly perforsed by all Center
persormel in discharges of their dusies, they cannot be properly
expected to carry on all the day % day roubine physiesl taske
itemized in the facts ahove, even if iims were available, To expect
such work from anszlysts micl be financially umeconomical in ;
to utilization of manpower; an impropsr assignment of duties; and
would sericusly lower the morale ¢f the (enter 3taff, In requesting
laborer positions the Center is following operating precedents
established by the 0SA Pederal Records Centers as well as Argy, Navy,
and State Department Centers,

he Action Recommended:

That two laborer positions be egtablished for the Records
Center operation and be paid for out of existing available allot~
mnts or a supplemental allotment,

25X1A6a

25X1A9a
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